
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■     None ■■     Supervisor ■■     Lead Person ■■     Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	Text22PS373PG1: Associate Governmental Program Analyst (AGPA)
	Text33PS373PG1: 800-240-5393-706
	Text44PS373PG1: Welfare to Work/Immigration & Civil Rights/Sacramento
	Text55PS373PG1: Civil Rights Unit
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	other114PS373PG1: Ability to travel throughout the State for on-site facility reviews and monitoring.
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	ssup121PS373PG1: None.
	number122PS373PG1: 
	lead123PS373PG1: None.
	mission124PS373PG1: The Immigration and Civil Rights Branch support and enhance services for vulnerable groups and protected classes of Californians.

Civil Rights Unit: The mission of the Civil Rights Unit (CRU) is to ensure that CDSS programs whether at the state, county, or vendor level, deliver benefits and services to applicants and recipients in a non-discriminatory way and to promote affirmative civil rights policies and practices. 

Immigration Unit: The mission of the Immigration Unit (IU) is to support quality legal services for immigrants, increase access to Deferred Action for Childhood Arrivals (DACA), Deferred Action for Parents of Americans and Lawful Permanent Residents (DAPA), naturalization, and immigration protections for Unaccompanied Undocumented Minors (UUM), and to support immigrant integration initiatives that lead to self-sufficiency in California.
	concept125PS373PG2: Under the direction of the Civil Rights Unit, Staff Services Manager I (SSM I),  the AGPA has the responsibility of monitoring and evaluating county welfare program operations to ensure compliance with CDSS Manual of Policies and Procedures Division 21, Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, Title II of the Americans with Disabilities Act of 1990, the Food Stamp Act of 1977 and other applicable federal and state laws, rules and regulations. 
	responsibilities126PS373PG2: 40% Processes discrimination complaints for investigation and resolution by the county; reviews and analyzes complex investigation reports for Title VI compliance; conducts civil rights investigations, negotiates corrective action plans with counties when necessary. Fulfills lead responsibility for case reviews.  Designs and uses automated systems for collection and use of data relating to discrimination complaints

35% Schedules and makes field visits to county welfare departments, conducting program and facility compliance reviews, interviewing and discussing program operations with county management and public contact line operations staff as well as staff assigned to the county’s civil rights program. Prepares a compliance review report, citing compliance findings, identifying correction actions, and subsequently monitors these corrections actions. Provides lead responsibilities for compliance reviews.  Communicates with counties concerning all aspects of the monitoring of county civil rights activities.  Reviews and approves county annual plans. 

15% Makes policy and procedural presentations, reports and recommendations, and conducts training for departmental program managers, county and federal agencies, and others. Researches and responds to policy questions regarding compliance, monitoring, remains current with changes to laws and regulations affecting civil rights compliance and changes in the Unit's processes. Assists in the development of new policies, procedures and protocols as needed.  Works with advocates and other stakeholders to further develop the Civil Rights's program.

5% Completes special assignments for the Unit Chief.

5% May be called upon to act for the Unit Chief in his or her absence with acting responsibility for the Civil Rights Unit.



	supervision127PS373PG3: Carries lead responsibilities for special projects and contracts as assigned.
	administrative128PS373PG3: None.
	other131PS373PG3: The AGPA must be able to schedule and meet all required deadlines in the processing of their assignments and other bureau functions.

Special personal requirements include demonstrated ability to act independently, open mindedness, flexibility and tact; and, the ability to maintain effective professional relationships with colleagues. 

The AGPA must be able to arrange for and travel at least 50 percent of the work schedule.
	personal129PS373PG3: This position requires frequent communication with recipients of public assistance; county welfare department staff; various public and private agencies; federal Office of Civil Rights staff from the Department of Health and Human Services, the United States Department of Agriculture, and the Department of Justice; other state agencies; and other CDSS staff.  
	actions130PS373PG3: Faulty decisions and poor judgment can adversely impact equitable nondiscriminatory delivery of public assistance and could result in the counties’ not complying with civil rights laws, resulting in fiscal sanctions for noncompliance.  Ultimately, poor judgment can create negative public relations for the Civil Rights Unit, CDSS and the counties and compromise the integrity of the civil rights program.
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	mission24PS373PG1: The Immigration and Civil Rights Branch support and enhance services for vulnerable groups and protected classes of Californians.

Civil Rights Unit: The mission of the Civil Rights Unit (CRU) is to ensure that CDSS programs whether at the state, county, or vendor level, deliver benefits and services to applicants and recipients in a non-discriminatory way and to promote affirmative civil rights policies and practices. 

Immigration Unit: The mission of the Immigration Unit (IU) is to support quality legal services for immigrants, increase access to Deferred Action for Childhood Arrivals (DACA), Deferred Action for Parents of Americans and Lawful Permanent Residents (DAPA), naturalization, and immigration protections for Unaccompanied Undocumented Minors (UUM), and to support immigrant integration initiatives that lead to self-sufficiency in California.
	concept25PS373PG2: Under the supervision of the Civil Rights Unit, Staff Services Manager I (SSM I),  the SSA has the responsibility of monitoring and evaluating county welfare program operations to ensure compliance with CDSS Manual of Policies and Procedures Division 21, Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of 1973, Title II of the Americans with Disabilities Act of 1990, the Food Stamp Act of 1977 and other applicable federal and state laws, rules and regulations.
	responsibilities26PS373PG2: 35% Receives and processes discrimination complaints for investigation and resolution by the county; reviews and analyzes investigation reports for Title VI compliance; conducts civil rights investigations; works with counties to determine corrective action plans, utilizes automated systems for collection and use of data relating to discrimination complaints.

35% Schedules and prepares field visits to county welfare departments, conducts program and facility compliance reviews, interviews and discusses program operations with county management and public contact line operations staff as well as staff assigned to the county’s civil rights program. Prepares a report of compliance reviews, citing compliance findings, requests for correction, and subsequent monitoring of these corrections

10% Provides ongoing oral and written communication with counties concerning all aspects of the monitoring of county civil rights activities, including policy consultation.  Reviews and approves county annual plans.

10% Researches and responds to questions regarding civil rights, staying current with changes to laws and regulations affecting civil rights compliance and changes in the Bureau’s processes. Assists in the provision of training and technical assistance to new staff members on Division 21 requirements, discrimination complaints, compliance reviews and other CRB functions.

5% Makes presentations, reports and recommendations to departmental administrative staff, county and federal agencies, and others as necessary.

5% Completes special assignments for the Unit Chief. 
	supervision27PS373PG3: The SSA may be called upon to act in a lead capacity on certain projects.
	administrative28PS373PG3: None
	personal29PS373PG3: This position requires frequent communication with recipients of public assistance; county welfare department staff; various public and private agencies; federal Office of Civil Rights staff from the Department of Health and Human Services, the United States Department of Agriculture, and the Department of Justice; other state agencies; and other CDSS staff.  
	actions30PS373PG3: Faulty decisions and poor judgment can adversely impact equitable nondiscriminatory delivery of public assistance and could result in the counties’ not complying with civil rights laws, resulting in fiscal sanctions for noncompliance.  Ultimately, poor judgment can create negative public relations for the Civil Rights Unit, CDSS and the counties and compromise the integrity of the civil rights program.
	other31PS373PG3: The SSA must be able to schedule and meet all required deadlines in the processing of their assignments and other bureau functions.

Special personal requirements include demonstrated ability to act independently, open mindedness, flexibility and tact.

The SSA must be able to arrange for and travel at least 50 percent of the work schedule.



